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7. ACTION REQUESTED 

ESTABLISH DISPOSITION STANDARD; 
RECORD WILL CONTINUE TO ACCUMULATE. 

DISPOSE OF PRESENT ACCUMULATIONS; 
NO FURTHER ACCUMULATION ANTICIPATED. 

. . ~ . .  IL”:.-;ulu>,? ss -.__.~* L” _.*&.~--*- *_-.- ----- El 
8. Earliest & Latest Dates of Series 9. Exaft Series Title 

~- - .  
~~ . ~. ~. Allotment Voucher F i les  .. 

1956 - to‘date ~~ - 

10.- What is the function of the office in which this record series is created 

3 . t ~ “  1, h >-. ,-t 2.. .. i-b 5 5 .?* ; 
% 
I- The Division of Administration provides s t a f f  support t o  the Department i n  the 

areas of general accounting, audits and f i s c a l  procedutes, personnel and t ra ining,  
2- contracts procurement and administration, equipment control,  purchasing,. inven&y 

and warehouse control,  general f i l e s ,  records management, Department budget and 
a i r  travel.  
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11. This file contains the following documents (include form numbers and titles, if any, and file arrangement): 
r .* 

< P ~  ._ 4 . $3 T 
n > , I  r. F - a  . t. .. --b .. ’ i‘- f ;  I, - S ~  ~ ~~. ~ F -4 - 

Documents re la t ing  t o  the t ransfer  of funds on record from one account t o  
another i n  order for  the. funds t o  be expended. 

r” 
x*. 

* 
Included are:  Form DOT 515 (Allotment Voucher) 

The f i l e  is arranged chronologically. 
a 
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AlTACH SAMPLES OF THE FILE 

ANNUAL R*TE OF ACCUMULATION 



I 13. Is this the Record Copy of the series? 

' 

14. Is there a duplication of this series i n  another office or agency? c 1 EX1 

15. Is the information contained in this series ever summarized or published? Attach cop of summary or publication. [ XJ 

16. Does the series contain classified information requiring security handling? 

17. Does the series initiate, amend orterminate agency policies and procedures. 

[ 3 
It i s  smmarized on the Detailed R-ansactiop Register; a monthly computer printout. 
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18. Could ttie function be performed~ if the fil'es were lost or destroyed? 

1s the series (or major portion of it) regularly microfilmed? If yes, why? 

# ~~ , 

Could reconstruct f rom project allotment f i l e .  
19. 

21. 
Register is documentation produced frdm this r6cord series. 

Does the record series contain documentation produced as EDP printout? The Detailed Transaction [ X I . , - [  1 

;p*s:%as  the^ Federal Government issued instructions governing retentionldisposition of these files? c 1 [ X I  

It is  an EDP Rintoiit. 

*= - 

20. Does the record series provide data as input to an EDP file? 
! I Data f r o m  this f i l e  i s  processed onto an EDP tape. 

[ X I  [ 1 
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~~~~~~~ 24.. REQUIREMENTS. The following requires the files to be kept years: - -' 

a. [ 3 STATE b. [ 3 STATUTE OF. c. H] AUDIT d. [ ] FEDERAL e. [ ] ADMINISTRATIVE f. [ 3 HISTORICAL 

- a; 
VALUE c .- LIMITATION PERIOD LAW DECISION 

(Cite 'Law, Statute, or other reason for the retention req&&ment)- &- 4 

For control, review, and analysis, the allotment voucher f i l e  i s  needed 
until after the State audit.  

This agency recommends that the file series be cut off at the end of each 
i -[ ] CALENDAR YEAR -[ X J  FISCAL YEAR -[ ] Other then: 

[ ] Hold in the current files area ~~. month(s)/ ~ . ~ :  ....... ~~.~ year(s): 

.. . .~ .. 
[ ] Transfer to State Archives for permanent retention. 

. .. 
[ -;I Destrox~immediately after cut-off. 

k y  Other:%pecify) Destroy after the State Audit i s  compieted. 

. ~ .  1 
! 

is 
r 

-- . i s  
(Indicate briefly rationale for recommendations abovelor write additional remarks): 
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